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LESSON (1 Active Explorer 


William Tyner: (Anthropologist) 


He is an anthropologist, technologist, and filmmaker. 
Anthropologist is a scientist in human sciences and culture field. 


He uses different types of digital technology tools in various fields of his work, to 
find real solutions to problems. 


William Tyner works with various organizations that help people connect with other 
people or services that can help them. 


Organizations do this by building easy-to-use digital technology tools and 
applications that give people the information they need. 


The Technology Digital Tools such as 


Book train, bus, Payment of various Book tickets to visit Reach to information 


and plane tickets bills through some of the historical in Egyptian Knowledge 
online applications and cultural sites Bank website 





Vocabulary: 

agar rFmh 
various K uia OOO O O 
ANA as  Á 


LESSON (2) Digital citizenship 





Digital citizenship: 


e is the ability to use digital technology tools in an ethical, 
responsible and secure manner. 


e it helps you to protect your digital footprint. 





Digital footprint: 


e |t's a record of everything you do online, which includes the 
websites you visit and everything you share with others. 


about you. 


Online piracy (hacking): 


e |t's the illegal use of content with the aim of sharing or selling 
it to others. 
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e The right to be protected against online hacking. 


e The right to not copy your digital footprint or share your videos, songs and 
stories without your agreement. 


e The right to interact with others online, such as your family members, teachers, 
and friends. 


/ 


e The right to share and access information online, with writting the sources from 
which you get the information. 


e The right to use the Internet when you need or want to, while respecting the law. 


l 


e You should never hack protected content, with the intention of sharing it with 
others or selling it. 


e You should display a positive attitude in your interactions with others online. 


e Be sure to rate what you're watching or what you're going to share. 


e Be sure to evaluate how you use the Internet and use up-to-date software. 
e Be sure that what you watch is a productive use of time. 


e Be sure that content you interact is safe and use strong passwords. 


e You should know if it bring you joy or stress you out. 





Vocabulary: 
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LESSON (3 Positive effects of ICT 


In 2018, The Egyptian government provided the technology digital tools and sources 
that help you enjoy your time. 


Positive effects of ICT: 


e Use the technology digital tools such as: digital books, activities, watching 


videos and educational TV channels. 

° Help people who have speech difficulties to communicate with others or 
learn the language in school using images. 

e Help students who can't leave their homes with health problems to 
contact with teachers and materials that needed to learn. 


















THE IMPORTANT TERMS: 


Video sharing platforms: 

e A website that lets people upload and share their video clips 
with the public. 

e You can use these platforms to learn new things or teach 
them. 

e Notice to ask a family member or your teacher before share 
any video online. 
















Social Media platforms: 


e websites and applications that enable users to create and 
share content or to communicate with others. 

e You can work with your classmates outside of school on a project. 

e You can join an online group with similar interests in sports, 
movies and games such as chess. 

e Common communication apps: Social Media platform 
Facebook, the messaging app WhatsApp and virtual meeting 
app Skype. 

e Notice to ask your parents or your teacher before join any 
group or communicate with someone online. 


Egyptian Knowledge Bank (EKB): 
e |t holds webinars for teachers, students and parents, to 


provide guidance and advice on how to register and use the 
site. 


Egyptian Knowledge Bank 
u pO oJ] 49,20)! Eli 
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AAA 


The Digital devices 


So 


Cell phone Le Desktop computer WIN Laptop Tablet ⁄— 
mon o 3 o < d 





A 





Vocabulary: 
platform 


LESSON (4) Internet Communication 
Vocabulary: 


AO HENRI 
ma lane ds 


S 
Cell phone 


Cell phone application: 


It is an application that runs on your mobile device and gives you direct access 








to different programs. 
Such as: 
E-mail, instant messaging, social media pages, and video chats. 





Some of these applications may be installed on your cell phone device, 
while others need to be downloaded. 


Video chats x 


Instant messages 
Synchronous 


communication 
Chat rooms x 


L | 
Online communication | ' 
| Live TV Shows x 
Asynchronous | 
communication | E-mail 
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Synchronous Communication 


Definition: 

- It is a communication that happens in 
real time by instant responses. 

- Transfer of information or files 
between two persons at the same 
time by various digital tools such as: 

> Conversations 

> Instant Video 

> Live TV Shows 

> Instant chat rooms 
Video chats: 


more persons by a digital device. 


Needed Tools: e 
- A digital device with camera 


and speakers. ae 
- Cell phone application or video chat 
software. 


Instant messages: (IM) 


- Allow you to send messages 
using Internet. 
- Messages can include only text or 
have images or videos. 
Needed Tools: 


computer or a mobile application. 


Chat rooms: 


- Allow you to communicate with 
groups and discuss one topic only. 
Needed Tools: 


- Internet browser to access 
the Internet. 

- OR an application for cell phone such 
as: 
Internet Explorer or Google Chrome 


R R R R R R R o R R R R R R R R R R R R R K K K K KR K K K K KR R K KRL R R R K K R R R R R R R R R R Rr e K KR R R R K K R 


- Allow you to communicate with one or 


- An instant messaging program on your 


Asynchronous Communication 
Definition: 
- It is a Communication that doesn't 
require an instant response. 
- Transfer of information or files 


between two or more persons without 


reply at the same time by various 
digital tools such as: 

> Sending file by e-mail 

> Recorded educational programs 





Email: 


- You can use email to send and receive 
messages. 

- Messages are more formal than 
instant and text messages. 


For example: 


- Send an email to ask a colleague to 
help you solve a problem. 

- Send an email to your teacher about 
school project. 

- Use an email to communicate with a 
government agency or with an official. 


Needed Tools: 


- A web browser to access the email 
website. 
OR 

- Email app on your mobile device. 
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Making video chats 


Steps to make a video chat: 


- Make sure the microphone and camera are ON. 
- Create a link to a video chat and send it to the participant (or participants). 


Steps to join a video chat: 


- Make sure the microphone and camera are on. 
- Click on its link and wait for the person who started the call to be ‘let in’. 





- You can also reply to the call by clicking on the phone/video icon. 
- You can turn off the microphone or turn off the camera at any time. 


Video chat rules: 


- Sometimes, the person in charge of the call may mute people's microphones. 
- |fthe camera is on, anyone who is on the call will be able to see you. 
> Be properly dressed, and behave as if you were out in a public. 
- Speak when it's your turn. 
- Make sure that there is nothing in the background that points to your address 
or any personal information that you do not want to share. 


Chat rooms; 


- YOU Can simply write your comment and send it. 
- YOU Can reply to messages too. 
- Some participants may also reply to your message. 


Ghat rooms miles: 


- Anyone who has access to the chat room will be able to read your messages. 
- Be polite, helpful, and positive. 


Instant messaging: 


It is a fun and informal way to communicate. 






- Click on the name of the person you want to chat with. 
- Type your message. 
- Click the "Send" icon. 
[Instant Dess] mlles; 
- Use phrases instead of full sentences 
- Use emotion icons or images for communicate 
- Itis important to show an ethical and responsible manner. 
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> |tis common to use emails in more formal situations. 
> Such as: creating an account with EKB to send an email to your teacher. 


Steps to send an email to someone: 


- Type their email address in “to:” line. 

- Provide clear information of the message in the “subject:” line. 
- When writing an email, make sure to use correct grammar. 

- Click the “Send” icon. 


Sending email rules: 


- Be polite and clear. 
- Use greetings and endings. 
- Besure when sending attachments that are safe and accurate. 


New Message 









To| 


Subject 


6 2 Sans Sert = TT» B I U Ar Brit y 


EN < -00087 
Vocabulary: 


ECC IRC ER 


LESSON (6) Online learning environments and sources 








Online learning environments 


- Edmodo one of online learning environments that allow teachers and 


students to communicate, no matter where they are. 





- Teachers can upload virtual lessons, quizzes and homework for students to 
access. 

- Students can communicate with their teachers and post their completed 
assignments. 
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Online learning sources 


Egyptian Knowleadge Bank 





Ma 00 











National Geographic Kids 


apmaker Interactive 


Online learning sources 


Egyptian Knowledge Bank 
uol 49 o oJl cL 


NATIONAL 
GEOGRAPHIC 


MapMaker 


Vocabulary: 


al phot 


Vimus 7 V sJ 
Topic — |  £&»»-j|Arides |e 


mo 00 ie 0| sje 
joveractive | E Themes EUR 
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Egyptian Knowledge Bank (EKB): 


e The first electronic library in Egypt that contains resources of 
variety of subjects. 


e You can search and view different topics, digital articles and 
videos with just a click. 


Vlaby: 


e A virtual labs platform that enables students and teachers to 
do lab experiments in an interactive environment. 


e |t isn't only informative, it is fun too! 


National Geographic Kids: 


e A popular online resource for kids to find information on a 
variety of subjects, about animals, science, history and 


geography. 


Mapmaker Interactive: 


e A special interactive feature provided by National Geographic. 


e Mapmaker Interactive provides online mapping tools for 
students and teachers. 


e |t allows using of map themes, data, and tools. 
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> It's important to plan before you do any digital research. 
> Planning will help you focus your research on the information you're trying 
to collect. 





ital search for reliable content: 


- Focus to choose the topic of your research. 

- Ask yourself what did you know and what do you want to learn. 
- Choose the types of online sources you will use. 

- Collect the information that seems to answer your questions. 

- Evaluate the information which you collect, is it reliable? 

- Think and write notes. 

- Write down what you're going to use from the source material. 


- Cite the source of information in your notes. 





Online Sources 


I l 











Reliable sources Unreliable sources 
Reliable Sources Unreliable Sources 
- Reliable sources are articles or - You may find correct information on 
information written and verified social media such as Facebook, wiki 
by experts. pages, and blogs. 
- The information is presented in - You also likely that you will find 
a professional present. information full with opinions, 


mistakes and even lies. 


- The source information is - You have to be careful when using 
well-written without grammar the information you find in these 
and spelling mistakes. types from sources. 


. Organize and write your report — 


» After you've completed your online searching, gather your notes and reliable source 
information. 

> Use your notes to write an Outline. This will help you present the information in your 
report in a logical way. 
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es (i ae em oie má repens 


- |t should include an introduction that presents the topic of the report. 

- |t should include paragraphs that provide information. 

- |t should include a conclusion or final thoughts on the information you have 
presented. 

- |t should include the source of information that you write in your notes 
and document it in your report. 


Vocabulary: 


eS E. 
oea m 
L E pes 
a NN 


Synchronous communication is appropriate: 





" Between friends or close family members. 

= When information is urgent or needs to be transmitted quickly. 
= When information is about day-to-day life matters. 

= When the answer doesn't require much thought or preparation. 


Asynchronous communication is appropriate: 





= Between people who don't know each other well. 

= When information is important but not urgent. 

= When information is about sensitive or complex matters. 
= When an answer needs to be thought and prepared. 


Vocabulary: 


appropriate 


—a““ts“fsFtsmr HE 
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Gautam Shah: (IT specialist) 


He is an IT specialist and he is the founder of “/nternet of Elephants” 
organization. 


He lived in many countries including the USA, India, Argentina and Kenya. 


He quit his IT job in 2014 and began looking for ways to use technology to use 
for wildlife conservation. 


Wildlife conservation is protecting animals in their natural habitats. 


Gautam Shah believes in using technology and online games to bring wildlife 
into people's daily lives. 


- Gautam Shah decided to use his skills to make a positive impact on wildlife. 


ET] The Internet of Elephants 


- Itis an organization that uses ground-breaking 
digital tools to connect people with wildlife 
around the world. 





J INTERNET OF 
ELEPHANTS 


- The team at /nternet of Elephants with other animal conservation 
organizations from all over the world. 











- The team uses the data which they collect via GPS to design interactive 
online games. 


- Internet of Elephants creates unique mobile games, using augmented reality 
technology, and data display effects that allow people to interact with 
wonderful creatures. 


Augmented reality technology: 





>  Itlets you to virtually see the real environment of things you would like to 
see. 


> It provides information about them through displays and digital devices 
prepared for this purpose. 


> The games tell the stories of each animal, and players can follow their daily 
life. 


> The mobile games mean that wherever you are in the world, you can 
interact with amazing animals in countries close to your country or far away! 
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Vocabulary: 


Wildlife 





dove DES 
ses kills Las 
search 


novel Fe: 
emphasis 
attempts 
viens I 


"t ése C a TT 


resolutk 


problems into small parts (sections) and solving them 
step-by-step. 


A hypothesis: 


e |t's an educated guess about how things work. 


e |t is an attempt to answer your question with an explanation 
that can be tested. 


e |f you have a group of people solving a problem, assign each person one 
section. 
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Examples of solving ICT problems 


Ulixe sedas are Mot modi 


- Check the cable of speakers into C.P.U. 
- Check the cable of speakers into electricity. 
- Restart your computer. 


- Ask your teacher or a family member to help. 





Ulis computer is LENIN? DHS ST Raa Hang) to User Gommancss 


- Press “Alt + Ctrl + Del” from keyboard together. 
- Restart your computer. 
- Ask your teacher or a family member to help. 


Wer progra Is Hot pero Hang) to typing. 


- Make sure the keyboard connection cable is plugged into the correct place. 
- Reopen the Word program. 

- Write some letters on the word program page. 

- Try another keyboard and plugged its cable in the correct place. 

- Restart the computer. 


Vocabulary: 
A hypothesis oA - aa 


Create a digital poster or billboard design 








Office 365's bundle: 
- |tis a suite of apps that help you stay 
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e A margin is the space left around the edges of a poster or billboard. 


e |t isimportant to leave this space empty. 


e |f you add content too close to the edges, the poster or billboard will 
look cramped and crowded. 


e A 25 mm margin will help design a good poster. 


Font size and type 


e |f you choose a small font size, your audience will have to work hard to 
try to read the information. 


e |f you choose font size that's too big, you will have to shorten the 
information you share. 


e Make sure to choose a font size that is easy to read. 
e Simple is better, a complicated font is distracting and hard to read. 


Colors 


e Choose colors that help you get your message across. 
e Use color combinations that match. 
e |t is best to use no more than three colors in the poster. 


e Take in consideration the color of the background when choosing the 
font color. 


Images 


e Use images that match with the content you are sharing. 
e Use clear, good-quality and appropriate images. 













Example: 


Wildlife Conservation 


- Protect plant and animal habitats. 





- Protect wild animals from pollution. 


- Protect wild animals from hunted and sold. 
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Vocabulary: 


mme [a appropriate 





> The first thing the explorer does is to research about the topic. 
» When you research you need to use a variety of sources. 


The information Sources 


Books - Articles - Newspapers - Encyclopaedias 


Search Engine - Specialized Websites 


Digital Learning Websites - Egyptian Knowledge Bank 


With people who have experienced, Affected, 
or who have studied the topic. 





Trusted Source Questionable Source Untrusted Source 

Y The information comes | A The information comes x The information comes 

from a reliable person from a person or from a person or 

or organization that organization that offers organization that 

uses reliable sources. some sources. doesn’t have sources. 
Y A reliable person or A A person or organization |* A person or 

organization cites sometimes states their organization uses 

sources and states opinion intermixed with opinions with little 

current facts. facts. facts. 
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si 
Akal GY silly yll 
plai 
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(A) 2 |v dell Microsoft | 


Microsoft Excel: 


e Excel allows you to create a spreadsheet with as many 


columns and rows as you need. 


Mirosoft Word: 


e Word allows you to present your ideas in a ug, of ways. 


Jori di < Ci 


by shall 


NET. 


Visual Studio 


Windows Server 


Windows J skill ¿So 


Olivo 


Power Platform 


>m mc 


- Open Internet Explorer Browser. 


- Click Enter from keyboard. 


Q B microsoft.com/ar/microsoft-365?ms.url2microsoft365com&rtc- 1 


deg) 


Microsoft Cloud 


Microsoft Azure 


Microsoft Dynamics 365 


Microsoft 365 


Windows 365 


Microsoft Industry 


Business «LS sz 
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Write www.Microsoft365.com in address bar. 


- Signin with your account on Microsoft 365. 
- Click on Word icon and Click new blank document. 


vae ll vial vc! Microsoft 365 | HH Microsoft 


pol Xbox 
Entertainment 


Xbox Game Pass Ultimate 
Xbox Live Gold 

WE 3 Xbox 

ges! ques! sl 


Windows Jii 





e Excel is used to present numbers because it is able to add 
them automatically. 


ner l in T O rmation and 


| 
i AA AA | eae n 
` T x C £^ 
S p š 





Surface Windows 


PCs & Devices 


Xbox We Jpaal 35-2 


Accessories 





j k ipsa a E ze h hua ee 
FA LAI NAILIN ATALV\IO | M 
> O WII! Te G WlldLtever N O! U V 


Office Microsoft 365 
A] 





ant. 


Software 


Windows Ek; 


OneDrive 


Outlook 


Skype 


OneNote 


Microsoft Teams b 
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Word © Search 


New 


New blank document General notes APA style paper MLA style paper 


wi 


Teams 


|a qa 


Recommended 





Go to Word 


Excel You recently opened this 








- Write your text and format it from format bar. 


Word Document - Saved 2 Search (Alt + Q) 


File Home Insert Layout References Review View Help e Editing v 


Ov fv ¢ [envasada] ar «Mr ú 2- A x [mem = = 








Change font size and type 


Wildlife Conservation emm Write text here 








Steps To insert image to your document: . 


- Click insert menu. 

- Click picture. 

- Insert picture from This Device. 

- Select a picture from your device Then Click open. 
- Note The picture bar is appeared. 
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Document - Saved 


Word 


File Home Layout References 
LI 


= page Break EE Table v [ad Picture v > Link 


Insert Picture From 
= ES This Device 

db OneDrive 

CO) Stock Images 


b Bing Pictures 


@ Open 
GO: 


Organize ¥ 


K Libraries » Pictures » Sample Pictures 








New folder 


Pictures library 


Jr Favorites 
EE Desktop 
15) Recent Places 
¿2 OneDrive 
" Downloads 


Sample Pictures 


Chrysanthemum. 
— JP9 


' Desert. 
iow Libraries ii 


Es) Documents 
B. Music 

=| Pictures 
BÉ Videos 


Koala.jpg Lighthouse.jpg 


¡E Computer v 


File name: Penguins.jpg 
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Review 


[d] Reuse Files 


- + | Search Sample Pictures 
MEME Iis 


Penguins.jpg 








P Search (Alt + Q) 


View Help Z Editing ` 


t] New Comment E Header & F 


Wildlife Conservation 


=| wv e 


Arrange by: Folder ¥ 


El Header & Foot 





Hydrangeas.jpg Jellyfish.jpg 
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File Home Insert Layout References Review View Help Picture L Editing v 





Picture bar 


Steps To insert table to your document: 





Click insert menu. 

- Click table. 

- Select number of rows and columns that you want. 
- Note The table is drawed. 


Word Document - Saved ~ P Search (Alt + Q) 


File Home Insert Layout References Review View Help OE 





y Page Break EH Table v Picture v “e Link R] Reuse Files 17 New Com 


| kk 





EH Insert Table... 





Xr XX R R R R R R R R . R R R R R R R R R R R R R R R R R R KR K K KR KR KR KR R R R R R R R R R R R R R R R Rr N R R R R K R XR OR R 


(9) Made by: Nehal M. Elhessy 
We We Yr Yr Yr Yr Ye Yr Yr Yr Yr Yr Yr Yr Yr Yr Yr Yr Yr Yr Yr Yr dede 


R RRR R R o R K K K K R K KR K R R RL R R R R R R R R R R Á... Á... Á... R R R K R R K R R R R R K R s R 


KkeKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK KKK 


R Re R R R R R R R R R R R R R R R R R R R K R R R K KR KR K K K K K KR KR R KL RL R R R K K R R R R R R R R R R R R R K R R R R R K R 


ICT_Primary 4_Axis (4) 








Word Document - Saved Ë Search (Alt + Q) 
File Home Insert Layout References Review View Help Table Z Editing v 


Hg Select v EZ Delete v E Insert [5] Align v — 


ER] Split Cells tH Distribute v HZ Table Styles v E) v ES v <A Cell Shading v 
——— m R | 


UE 








- Click on Excel icon and Click new blank workbook. 
- Write your data and format it. 


Excel © Search 


` " G 
My Content Take a e 
tour 





inii New blank workbook Welcome to Excel Evergreen calendar Simple service invoice 


Mew blank workbook 





Word 


c3 M All (D Recently opened &8 Shared {7 Favorites Filter by keyword 


Excel 





Name Modified + Owner 
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Excel Book - Saved + Ë Search (Alt + Q) 






File Home Insert Draw Page Layout Formulas Data Review View Automate Help E Editing * 
2v Ely s [cs vi v| B Bv ¿av Av | By oS Elv [ceneral —— | 5X 
Al ` fe 
A B C D E F G H I J K L M N 

1 | | Arabic Math English 

2 Anas 50 30 40 

2 sama 40 30 30 

4 

5 

6 

7 


5 


Steps To insert a picture to your workbook: 


- Click insert menu i9» Click picture m from This Device. 


Excel Book - Saved + Ë Search (Alt + Q) 














File Home Insert Draw Fage Layout Formulas Data Review View Automate Help Pa Editing ` 
f Pivotlable + EH Table Forms + IC v Il? Recommended Charts 
A5 i fs Insert Picture From 
A B | | C D E Fa This Device... | veas Ls mui rum computer or from other computers | N 
1 Arabic Math | English 
Ed] Stock Images... 
3 Anas 50 30 40 
Sama 40 50 30 


cun E tu 
| 


EY Forms ~ Pictures ~ ~v 


Picture 2 ~ Jx 
A Bg C D z = G - I 
Arabic Math English 


ont Q U hk QÓ np 
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The important terms: 


Algorithm: 
e |t is a series of steps that explain how to do a task. 
e The search engine uses algorithms to provide results. 


e When you enter the keywords you're searching for, the 
search engine takes steps to provide results. 


e Algorithms help search engine to decide which results will 
be more relevant to your research. 


e |f your wording is not specific enough, the engine's 
algorithm may not be entirely accurate. 


e Computers and applications use algorithms to perform 
specific tasks. 


=> 





Algorithm 
ESA 


: 





Many of the things you do every day can be described as algorithms, a series of steps 


Steps to clean your room: | | 
1- Clean the dust. == ya. ES Nw 
2- Wipe flat surfaces. -Å> = 
3- Clean the floor. == 


Steps to give direction: 
1- Go straight ahead. 


2- Turn Right at X’. | = 
| 
3- Turn Left at “Y'. 




















- |f you are using a search engine to find directions to a place, it will use a database 
of names and information from digital maps to provide you with the results. 


Vocabulary: 


* 
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The important terms: 


Coding: 





The principles of coding 





e |t is writing of multiple algorithms to make a complete 
program. 


e You can create animations, movies and video games using 
code. 


e There are many websites like Code.org that can help you 
learn to code using different programming languages. 


C IO Code.org 


Popular games, big names get kids 
D, E and teachers pumped to program 


(Y common sense education 





You can create mazes on Code.org. Mazes are just one example of things you can 
create using coding. 


- Think about the steps you can use to get 











through the maze. 

- The steps contain the number of spaces to 
take, and in which direction. 

- Follow the steps to get through the maze. 


Instructions to solve a maze: 
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The important terms: 


Flowchart: 


e A flowchart is like coding, It represents a problem in logical 
and simple steps. 


e A flowchart is a visual diagram that shows the steps of any 
process from beginning to end to solve a problem. 


e |t is using process boxes, flow lines/arrows and other 


symbols. 








Are there 
dirty clothes 
that need to 
go in the 
laundry? 





Is there 
clutter on 
the floor or 
furniture? 


y 























-——^ NNNMNN 
NNNNNN N 
NNN 


Pick them up and put 
them in the hamper 





Vocabulary: 


Microsoft Paint 


drawings or edit images on computer. 


Steps To Open Microsoft Paint: | 





- Open Start-up Menu. 
- Click Accessories. 
- Click Paint. 


R RRR R R R R R R R R R R R R R R K K K K R K KR K KR R RL RL R R R R K R R R R R R R Rr R N R R R R R R K R R K R R R R R K R s R 



















Does the 
bed need 









Does 
furniture 
need to be 
dusted? 







Enjoy 
a clean 
room 


| T 


to be 
made? 





Dust the furniture 





Onn — | — jma — | — “Z 
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It’s a popular graphics editor. It’s easy to create your own 


MS 


Paint 
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The components of Microsoft Paint screen: 


el | Lj € = | Nehal.png - Paint 





Includes file, program name & control buttons Like Word and Excel program 





2- Menu bar 


Includes options for open and save file. 


E] Nehal.png - Paint 
IE] + 





à new 
Includes the ability to edit colors and images. É oven 
E = 
B~ Home View ais i io 
B| IG lza) p = MONO BR 
B Cea? = MO gum muna E 
mu pu F A q pns xs pu “HO O Lad 





3- Toolbox. 











Tools 


Ellipses 

Use to draw a circle or 
an oval shape. 
Magnifier 

Use to zoom image in 
or out. 


Pencil 
Use to a free draw. 


Line and curve 
Use to deaw lines and 


Curves. 


Fill 
Use to fill colors using 





the color options 
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Colors 


Includes all the tools that you will need to make your drawing. 


These are some of the tools: 


Rectangle 

Use to crop an area of the 
photo. 

Airbrush 

Use to a free draw. 


Select 

Use to select and move 
objects. 

Text 

Use to write a text. 


Eraser 
Use to erase line or 
mistakes in drawing. 
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CSS Resize image 








Shapes Size 









a) Percentage C Pixels 





Horizontal: 100 







Select areas Vertical: 100 


| Selection shapes of i mage Maintain aspect ratio 


- Skew (Degrees) 
|^» Eree-form selection 





Select a rectangular area by 
Selection options drawing on the canvas. 





++ | 
F d Horizontal: 0 


] Vertical: Ü 






‘Gt Select all 





LO": Invert selection 


A Delete 


Transparent selection 





Rotate image 


— Crop 
dJ Resize 


Rotate right 90* 
Rotate left 90* 
Rotate 180° 

Flip vertical 


Write a text | x Flip horizontal | 





| _ > 
CE Untitled - Paint 


i ma EENET HEEE 
E Bla i m mama “ú 


= ps [EA u Ya999999 ate 


Clipboard Font Background Colors 








E 





* 
Yr 
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> Microsoft Word also offers graphic tools to create a graphic. 
> Click on Insert menu to see the different options (SmartArt — Shapes — Chart). 









r===-== 
U U 


FE |] 
Picture Clip Shapes Smarár Chart Screenshot 
Art m = 


Illustrations 


Use to show non-sequential or grouped 
blocks of information, Maximizes both 
horizontal and vertical display space for 
shapes. 
























El E Y € 4 E HE AE Ae EEE 
ES AD AO pa 
> New Drawing Canvas 
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+ Steps to open Microsoft PowerPoint: 








- Open start menu. Mic 

- Click all programs. ne 
- Select Microsoft office. Tn 

- Click Microsoft PowerPoint. A ATT — qaa 


lË Save 
5 Save As 
ay Open 


GM Close 


Info 


Recent 


Nen 


Print 





Save & Send 


Help 


¿3 Options 


ES eat 


™ Steps to add a new slide and choose the layout: 


Open Home bar. 


Click New slide. 


Choose the layout. 


Microsoft PowerPoint: 





ve 





e Microsoft PowerPoint allows you to create presentations 
that include text, animations, images and special effects. 


e A slide is a presentation page that contains text and 
images. 


e On the left side of the screen, you will see a thumbnail, or 
preview image, of each slide you're creating. 


e When creating your presentation keep the following 
features in mind: 


e Avoid wordy paragraghs or sentences. 
e Be sure to use a font size and style that is readable. 
e Use relevant images instead of text whenever possible. 


Microsoft Word 2010 
Li Microsoft Office 2010 Tools - 
4 Back 











"E Steps to create a new blank presentation: 


- Open file menu. 
- Click New. 
- Double-click Blank presentation. 





Title Slide Title and Content Section Header 





Title Only 





Blank Content with 
Caption 


Duplicate Selected Slides 
=| Slides from Outline... 





af a üJ 


Reuse Slides... 
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™ Steps to add text to your slide: 


- Click on the text box on the screen. 


- Choose font style and size. 


- Type your text. 


pS 


s... ..................... .......... ...................................................... ............................................................? 


% Steps to insert a picture from 


file: 


Click Insert menu. 
Click picture. 
Select picture. 
Click Insert. 


Transitions 





Organize v 


Design 


New folder 


Franklin Gothic N |44 "AX 








Theme Fonts ^ 
T Calibri (Headings) — 

1 P Calibri (Body) 
Recently Used Fonts 
"iP Franklin Gothic Medium Cond 
All Fonts 
Gp 3a=UUUUUUUUUUCE 
"ip Aardvark 
+ Abadi MT Condensed Extra Bold 
T Abadi MT Condensed Light 
Tp AF Abha jaa eod 
Tp AF Ahsa jpa dnd 
Tp AF Aseer ¡ga anal 
Tp AF Buryidah jim imd 
Tp AF Diwani »2 [| 
"p AF Ed Dammam Jya af 
"p AF EI Hada ia aad 
"p AF EI Kharj 29d wasl 
"p AF EI Khobar 59% Saul 
Fp AF Hijaz ion ood 
Gp AF Jeddah 386 acsi 














= + me 





[P| Microsoft PowerP 


yc Favorites 
BEL Desktop 


“S| Recent Places t 


¿2 OneDrive 
de Downloads 


5 Libraries 
E Documents 


File name: Hydrangeas.jpg 


^ Pictures library 


Sample Pictures 





Chrysanthemum. 
jpg 





Arrange by: 


Desert.jpg 





Folder ¥ 


Jellyfish.jpg 





= 
= 


Choose a visual effect to use between each slide. 


Slide Show 


Review 


View MathType 


Add-Ins 











= g 4 


Fade Push Wipe 


e 











de 


Split 


L 


E H 


Reveal Random Bars 


a M 


ji 


Shape 


el 


Uncover 








F. i Sound: [No Sound] y Advance Slide 
= © Duration: 0200 “ On Mouse Click 
[S Effect n 
Options - | ¿3d Apply To All [] After: 00:00.00 $ 
Cover 
Timing 





B 








Blinds Clock Ripple Honeycomb Glitter Vortex Shred Switch Flip 
m m g 
Doors Box Zoom 
ht iri 
el Conveyor Rotate Window Orbit Fly Through `M 
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i J Design | 








Design 





All Themes Y 


m-. ms : 
a. Ome 


Enable Content Updates from Office.com.. 


B Browse for Themes... 
= Save Current Theme... 
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Choose animated effects for each slide. 
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Choose design options for each slide, including background colors. 


Office 
Grayscale 
Adjacency 
Angles 
Apex 
Apothecary 
Aspect 
Austin 
Black Tie 
Civic 
Clarity 
Composite 
Concourse 
Couture 
Elemental 
Equity 
Essential 
Executive 
Flow 
Foundry 
Grid 


Create New Theme Colors... 


Reset Slide Theme Colors 








Pith my best wishes for success... 
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